
{Date}

From: {Your official email address}

To: {Vendor’s official email address} 

Subject: Farewell from {Your Name}

Dear {Mr./Mrs./Ms. Last Name},
I am writing to inform you that I will be leaving my position as {insert job title} at {company name} by {insert leave date}. I wish to thank you for your business and the great relationship we have enjoyed these {duration you have worked with vendor}. 
Following my departure, {employee’s name} will be replacing me as {job title} and assuming my duties. You may contact {him/her} at {contact information} to discuss the details. Until then, I am available to help you during this transition.
I will be joining {new company name} as {new job title} and hope we can maintain our relationship. Feel free to reach me at {contact information} at any time.
Thank you and farewell.

Sincerely,
{Your Name}
{Former Job Title}


